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Navigating the CPEC Customized Reports System

The CPEC Customized Reports System is a boon to some, a burden to others. It is our second-
generation tool, which has matured tremendously. Our SQL servers are queried based on what
you select and the result is returned to you. Are you getting what you need? Read this article to
help you understand this incredible system. We take you from how to select your criteria to
downloading the data, to creating a pivot table in Excel. Are you ready for adventure?

What can I do with the Customized Reports System?

The Customized Reports System is designed for the generation of fully-customized data reports.
The options available in each report vary but the technique for customizing is the same
throughout. On most computers, a new browser window will be opened with the report data. This
makes it easier to go back to the report configuration and make changes to show a different set of
data or a different aggregation.

How do | generate a report?
First, let’s look at the general view from 30,000 feet. Then we’ll step you through the most
common request we receive — First-Time Freshmen.

To generate your report, select the category of data (enroliment or degree/completion) from the
first page. Then select the primary aggregation of the data. Click on Select Final Options to
customize the report. Here is some general information about some of the options:

For most reports, if no changes are made on the Select Final Options page, the report will
include statewide data for the most recent year, the primary aggregation, and the student count.
For example, Enrollment by Student Level will include the year, a list of the student levels, and
the count of students at each level. The primary aggregation can be unselected so that only the
year and the student count are returned. If you are not sure what you need, start with the default
report and add in options one at a time.

The default Time Frame selection for all reports is the most recent year. This will vary
depending on the report and the source of the data. Options are provided to select the previous
ten years of data, five-year segments of data, and individual years.

The "Aggregate (Group) Data" section defines which columns will appear in the report. All
reports include options to add the student's gender and ethnicity and information about the
institution attended by the student. Other options are determined by the other information
available in the table. Any information wanted in the final report, such as the institution's name,
should be selected here.

The "Include Only ..." sections provide filters for the data. Drop-down lists are provided for
some elements such as California counties and regions. For others, a text box is provided for
entering search criteria. Advanced search capabilities such as using "And" and "Or" are
supported for most of the text boxes.
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For some reports, there are some additional data elements available that are directly tied to other
elements in the report. For example, when running a report that includes the Discipline /
Instructional Program option, the CIP Code (Classification of Instructional Program Code) can
be added to the final report.

In general, the more options selected or changed in the configuration of the report, the larger the
report will be and the longer it will take to run. If a report is more than about 300 rows, only part
of the report will be displayed in the browser. The entire report can be downloaded for analysis.
NOTE: It is possible to configure a report that is too large to be generated. In these cases,
the report can be broken into smaller segments by selecting a single year at a time; a single
region, county, or higher education system; or reducing the number of columns.

The Sea Level View or All I Ever Wanted to Know...
Okay, let’s Do It. Roll up your sleeves and grab your keyboard. Here is the data we want:

“...I need to know how many Sacramento high school graduates
from Hiram Johnson and Thurgood Marshall went to a UC, a CSU
or a Community College in 2005. Oh, I would also like to know
the college-going rate!”

First off, CPEC does not calculate a college-going rate because it can be defined in a number of
ways. The Customized Reports system will provide the number of Fall, first-time freshmen that
originated at a particular high school in a given year and the number of high school students that
graduated earlier in the Spring.

Steps

Go to the CPEC Customized Reports System where you will observe First-Time Freshmen and
College-Going Counts under the Higher Education Enrollment link. Go ahead and click on
Higher Education Enroliment.

You are now on the Enrollment Report Selection page. Scroll down and check the Freshmen at
Public Institutions / College Going Counts radio button (make certain you select Public, not
Private), then scroll down to the bottom of the page and click on the Select Final Options
button.

You are now on the Select Final Options page. This is where it all happens. If you scroll to the
bottom of the page right now, and click on Generate Report, you will get overall counts of
public and private high school graduates and First-time college freshmen for the most recent
year. Go ahead and try it! A new browser window will open displaying the selected criteria, a
button to download the data and the data itself. There isn’t very much data there, so close the
window and go back to the browser window showing Select Final Options.


http://www.cpec.ca.gov/OnLineData/OnLineData.asp
http://www.cpec.ca.gov/OnLineData/SelectFirstOptions.ASP?ReportType=Enroll
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Time Frame for Data:

We always tell folks to leave the Year at the default setting — Most Recent Year. You can
always change the year and rerun the report. The data report takes less than a minute to run. We
will leave it at the default setting for now. A quick note here — If you use a wheel mouse, click
outside of the box anywhere on the page AFTER you select a year. This will deselect the
highlighted cell. Otherwise the wheel will cause the selected value to change. Keep this in mind
when you select other options that use a drop-down list.

Note the Dates Available for Each System link just below the Year selection drop-down (see
Figure 1). We receive many inquiries about “missing data” for a particular year, especially data
for the private institutions. Unfortunately these data don’t exist, so make a point of checking this
link for each type of report you generate.

Aggregate (Group) Data By:

Many users are not familiar with data terms such as aggregation, disaggregation, or grouping.
Everyone is familiar with aggravation. Think of it this way: If you want a column listing the
data described, then check the box. It is that easy.

Don’t go crazy and check every box. The more boxes you check, the longer it will take to
generate the report. If too much is asked for, the system will time-out and return nothing. Check
only what you need. Start small. You can always ask for more. | never ask for gender and
ethnicity until I’m sure everything looks good.

We were asked for students that...
“...went to a UC, a CSU or a Community College...”

The names of the institutions are not required; only the public systems so check the System
checkbox. Check The High School’s School Name checkbox to display the names of the
schools (see Figure 1).


http://www.cpec.ca.gov/OnLineData/OnLineDataDateDetail.ASP?Table=EnrPubFresh
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Time Frame for Data:
Year: |MaostRecentYear

NOTE: Mot all years have data from all systems, especially in the early years.

Check the Dates Available for Each System in this Report for more detail.

Aggregate (Group) Data By:

The Current Institution’s: ] Region glo SystemAUC, CSU, WASC, etc.) gl
[0 County o [T Tnstitution Name

The Student's: [ Genderp [0 Ethnicity o

O

Full / Part-Time Status o

[0 Program Type (Regular, Non-Credit, etc.) o:

The High Schoal's: ] Region glo [1 School District
O County o School Name
[ Type of School o

Figure 1
Notice the single letter G and D links to the right of selection items. The G link goes to the
glossary and the D link goes to the data element dictionary. Clicking on these will open new
windows and provide additional information.

Limiting the Data

The sections that start with “Include only students...”, filter the data. This is how the system
limits what is returned. The filter options are divided into sections which define logical
groupings. These sections are different for the various types of reports that can be generated
using the system. You will see a combination of textboxes, radio buttons and drop-down
options, depending on what makes the most sense.

Here is another cool feature. Any selection other than the default value and any textbox that has
a filled-in value will generate a column based on the description in the report.

Include only Students at Current (Receiving) Colleges or Universities...

The Customized Reports System is flexible enough to generate reports from the viewpoint of
where students leave (sending institution or high school), where students arrive (the receiving
institution) or both. Consider the following:

“What higher ed institutions did students from high school XYZ go
to?”
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“What high schools did students enrolled at ABC University come
from?”

“How many students from XYZ high school went to ABC
University?”

The Customized Reports System can answer any of these questions quite handily. All you need
to specify is the receiving institution or system and/or the sending high school (or sending
institution in other reports such as Transfer). Recall that our example asks for students that...

“...went to a UC, a CSU or a Community College...”

This means the student was received at any Public College. Click on the System (UC, WASC,
etc.) drop-down and select Any Public (figure 2). The All Available Systems option will
include all systems shown in the drop-down list. Since only public systems are included in this
report, you could also leave the selection set to the default setting.

Include only Students at Current (Receiving) Colleges or Universities that match the following criteria:

Portion of Institution Mame:
Institution Region glo: | All Regions (Including Unknown)

Institution County o= | All Counties (Including Unknown)

System (UC, WASC, etc_) glo: | All Available Systems b
_ o All Available Systems
Community College District: | University of California nity Colleges

California State University

California Ccmmuniﬁ Culleies

Include only students that match the following cAny Public 4-Year University

Figure 2

Include only Students from High Schools that match the following criteria:
Our original request stated:

*“...I need to know how many Sacramento high school graduates
from Hiram Johnson and Thurgood Marshall...”

We know the city (and therefore the county) of the sending high schools and the name of the
high schools. Enter the LEAST number of characters to uniquely identify a high school. Why?
George Washington High School might be listed in the database as Washington (George) High
School, or Washington High or Washington Senior High School. The common denominator
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here is Washington. We will enter Johnson for Hiram Johnson High School and Marshall for
Thurgood Marshall High School. If we get too many schools, we can always rerun the query.

Here is a helpful trick. Multiple schools can be queried simultaneously by separating the partial
names with the keyword OR (see figure 3). Go ahead and enter “johnson or marshall” (without
the quotes) in the Portion of High School Name textbox. Enter any number of partial names
separated by the OR keyword. Notice the system is not case sensitive. If you want data for all
the schools in a district, enter the least number of characters to uniquely identify the district
name in the Portion of District Name textbox. If more schools are returned than you wanted, you
can adjust the school or district names based on the result. Use double quotes to group two or
more words together as a phrase in the search.

Select Sacramento in the High School County drop-down (see figure 3). There are additional
filter options which won’t be used but should be mentioned.

e High School Location defaults to Only California High Schools. Students from
unknown counties and out of state or country students are NOT included.

e Filter By College should be set to Include Only High Schools that Sent Students
Defined Above when a specific college is defined, or identified. This will limit the count
of high school graduates to high schools that sent students to the specific college.
Otherwise, the count will include all high schools in the state!

e School Type will limit the results based on the type of school such as a Public
Alternative School. Note there are ten school type groupings such as Any Public School.
These provide the most frequently used combinations.
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Include only Students from High Schools that match the following criteria:

Portion of High School Mame: { |johnson or marshall

Portion of District Mame:

High School Location: @& Only California High Schoals

O Any High Schoaol Including Unknown
(Do Mot Include High School Graduates or A-G Completions)

Filter By College: (O Include Only High Schools that Sent Students
to Colleges Defined Above
@ Include All High Schools Regardless of
College Enrollment

High School Region glo: | All Regions (Including Unknown) |+

High School County o: ’ w

School Type o | All Available School Types v
List of school types included in the ten groups.

Figure 3

We have everything we need for our report. The additional options are self explanatory. Study
them and try them out if you’d like. When you are ready, scroll to the bottom of the page and
click the Generate Report button.

A new browser window will open. The first section shows which report was generated, the
criteria used in the report and date/time of the report. Save this information. If you have any
problems or questions with the report, you can e-mail this information to us and we can use it to
recreate the report.

Next, you will see some general information and the line Retrieving data...Done. Look for this
line. If it says something other than “Done”, your report did not complete properly. In this case,
try again or contact us for assistance.

More general information is displayed followed by the Download section. We’ll chat more
about this in a moment. Below the Download section is the report. Note the two Hiram Johnson
campuses and the formatting of their names. This is the reason why we used a minimal, partial
name.

Let us look at part of the report in greater detail (Figure 4) and read what it says. In Spring, 2005
(the most recent year), 430 high school students graduated from Hiram Johnson High School in
Sacramento County. In Fall, 2005:
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e 12 students attended a UC campus

e 59 students attended a CSU campus

e 189 students attended a CCC campus

e 12 +59 + 189 = 260 students attended a public California higher education campus

Note: There is no longitudinal component between the high school data and the college data.
Although we attempt to approximate recent high school graduates in the First-Time Freshmen
data, some students may be missed.

To download this data. select a format:
& Comma Delimited (& Tab Delimited ) Semicolon Delimited Download Data
[ Include Column Totals in Downloaded Data

The totals shown include only the data you selected.

Higher
Education
Year High School County High School, City Data Description System

PublicHigh Schoo

20058 Saoramento Jlohnson (Hiram W.) High, Saoamento Gradustes 230
Public High School
Graduates Total 430
Higher Education  |University of
Enrallment Califarniz 12
Californis Stats
University 59
California
Community
Colleges 188
Higher Education
Enrgllments Total 260
High School, City Total {Johnson
Figure 4

I want more!

We are done with the initial request, but now we will ask for additional information, download
the data, open it in Excel and create a pivot table. First, take a look at the Download section of
the report. It looks like the top of Figure 4. Go ahead and close this browser window and go
back to the browser window that has our Final Options. We will ask for one additional item in
the Select Final Options webpage. Scroll up to the Aggregate (Group) Data By: section and
check the Student’s Ethnicity checkbox. Scroll to the bottom and click the Generate Report
button.

A new browser window opens with the data. Several additional columns appear in the report for
each ethnicity (see figure 5). Also note the additional download options. We want to create a
pivot table in Excel when we download it, so check the Don’t Crosstab Downloaded Data
checkbox. We recommend using this option whenever you work with data by ethnicity. It
provides the best flexibility.
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To download this data, select a format:

® Comma Delimited O Tab Delimited O Semicolon Delimited Download Data

[ Include Row Totals in Downloaded Data

(1 Include Column Totals in Downloaded Data

] Dont Crusstah Downlnaded Data“fFut Each Ethnicity on a Separate Line
2 ad-gredter flaxibility for manipulating the data.)

The totals shown include only the data you selected.

Higher
High School Data Education JAsian/| NonRes No
Year County High School, City | Description System Pac Is|BlackjFilipinoj Latino| Alien JResponsefTotals

Puklic High
Johnson (Hiram W) Schoo
2005 Saoamento High, Sacramentc Gradustes 150 75 T 29 T 0 100 o 2 220
Public High
School
Graduates
Total 150 75 T a9 T 0 100 a 2 430
Higher
Education  |University of
Enrallment  |California ] 1 a o o ] 2 a 1 12
Califernia
State
University 2a T 2 2 0 0 10 ] 4 59
Califarnia
Community
Colleges T4 s 4 39 1 7 23 o 11 189
Higher
Education
Enrallments
Total 116 32 & 41 1 T 4 a 16 260

High School, City

Figure 5

Click the Download Data button and save the file to your computer. Note the suffix isa .CSV
file. This stands for Comma Separated Values. It is a common format easily recognized by
Excel and other programs. Save the file somewhere convenient. After it downloads, open the
file. Microsoft Excel will start and display the data. Note: any value that looks like a number
will convert to a number in Excel. This creates two issues:

e Leading zeros will be lost in CDS codes and CIP codes.
e Large numbers might be converted to scientific notation.

This is not a problem in most reports. For further information see Working with Downloaded
Data (http://www.cpec.ca.gov/OnLineData/DownloadHelp.asp).

Note the contents of cell Al. It contains HTML coding and a description of the downloaded file.
We do not require it so press the delete key.

Expand the columns to see the information more clearly.


http://www.cpec.ca.gov/OnLineData/DownloadHelp.asp
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We do not require the Ethnic Code (column F), so highlight the column and delete it.

Highlight the column labeled Higher Education System (column E). Press Ctrl + H (or click
Edit, Replace) to bring up the Find and Replace dialog. On the Find What: line enter &nbsp;
and on the Replace with: line enter <space>High School Graduates (see Figure 6). Be sure to
add the leading space. Now click on the Replace All button. Note the changes under Higher
Education System in column E.

C D F G

I, City Data Description Higher Education System Ethnicity  Students

iram W) High, Sacramento FPublic High School Graduates |&nbsp; Asian/Pac 150
iram W\.) High, Sacramento FPublic High School Graduates |&nbsp; Black 75
iram YW.) High, Sacramento Public High School Graduates |&nbsp; Filipino [
iram W) High, Sacramento Fublic High School Graduates |&nbsp; Latino 59
iram W) High, Sacramento FPublic High School Graduates |&nbsp; Mat Amer 7
iram W\.) High, Sacramento FPublic High School Graduates |&nbsp; WWhite 100
iram YW.) High, Sacramento Public High School Graduates |&nbsp; Mo Respar 2
iram W) High, Sacramento Higher Education Enrollmant  |University of California Asian/Pac 3
iram W) High, Sacramento Higher Education Enrallmant  |University of California Black 1
iram W\.) High, Sacramento Higher Education Enrallmant  |University of California WWhite 2
irarm W.]' El Mo Respar 1
iram W) = rsity Asian/Pac 34
iram W) : rsity Black 7
ram W )| |_Fnd_| Reglace | rsity Filipino 2
iram WP | Fnd what: |&nbsp; rsity Latino 2
iram W) - L rsity WWhite 10
iram V) Replace wn:h/, High School Graduates w | rsity Mo Respor 4
iram W) = - Calleges |Asian/Pac 74

= Opt
iram V. rase Colleges [Black 24
iram W) Caolleges |Filipino 4
iram Vv [ Replace Al ] [ Replace ] [ Find All ] I Find Mext l l Close ] Colleges [Latina 39
iram WV ) Ry = y Colleges |MNat Amer 1
iram YW.) High, Sacramento Higher Education Enrollment  |California Community Colleges |Other [
iram W) High, Sacramento Higher Education Enrollment  |California Community Colleges [White 29
Figure 6

If you want (optional), change the heading name from Higher Education System to Education
System. Column B, High School County and column D, Data Description, are not required, so
highlight each column and delete it. Click on cell Al to deselect any highlighted cells. The
spreadsheet should look (more or less) like Figure 7.
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C
1

Year |High Schoaol, City Higher Education System Ethnicity |Students
2005 | Johnson (Hiram VW) High, Sacramento High School Graduates Asian/Pac 160
2005 | Johnson (Hiram VW) High, Sacramento High School Graduates Black 75
2005 | Johnson (Hiram VW) High, Sacramento High School Graduates Filipino 7
2005 | Johnson (Hiram VW) High, Sacramento High School Graduates Latina 84
2005 | Johnson (Hiram VW) High, Sacramento High School Graduates Mat Amer 7
2005 | Johnson (Hiram VW) High, Sacramento High School Graduates White 100
2005 | Johnson (Hiram VW) High, Sacramento High School Graduates Mo Respor P
2005 | Johnson (Hiram VW) High, Sacramento University of California Asian/Pac 8
2005 | Johnson (Hiram VW) High, Sacramento University of California Black 1
2005 | Johnson (Hiram VW) High, Sacramento University of California White P
2005 | Johnson (Hiram VW) High, Sacramento University of California Mo Respor 1
2005 | Johnson (Hiram VW) High, Sacramento California State University Asian/Pac 34
2005 | Johnson (Hiram VW) High, Sacramento California State University Black 7
2005 | Johnson (Hiram VW) High, Sacramento California State University Filipino P
2004 Llohn=on (Hiram YW Hinh Sacramentn Califnrnia State lniversitw | atinn P

Figure 7

The Pivot Table

Make sure you are in cell Al. Click on the Data menu next to the Tools menu in Excel. Scroll
down and select PivotTable and PivotChart Report... The PivotTable dialog box opens.
Microsoft Excel should be selected at the top and PivotTable should be selected near the bottom.
Click Finish. A new, blank spreadsheet opens along with a dialog box and a PivotTable floating
tool bar. The dialog box is titled PivotTable Field List. Note the areas of the spreadsheet
labeled:

Drop Column Fields Here
Drop Row Fields Here
Drop Data Items Here

Drag the Higher Education System icon from the dialog box to the shaded area for the column
fields on the spreadsheet and release it.

Drag the High School, City icon from the dialog box to the shaded area for the row fields on the
spreadsheet and release it.

Drag the Ethnicity icon from the dialog box directly to the high school names on the spreadsheet
and release it.

Drag the Students icon from the dialog box to the shaded area for the data items in the middle of
the spreadsheet and release it.

Remember the space that was entered before “ High School Graduates”? It was done for
sorting purposes. That leading space puts the High School Graduates in the first column or row
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within the Higher Education System category. If the leading space is not there, High School
Graduates will appear between CSU and UC. The downloaded Students will always reside in
the area for the data items. The other elements can reside in your choice of a column field or
row field. The pivot table and pivot chart are useful tools in Excel. More information can be
found in the Excel help.

Summary

This is a small sample of what can be accomplished with the CPEC Customized Reports System.
Spend some time exploring the other options and reports. If you see something you would like
added or changed, let us know. Most of the improvements have started from user comments. If
you need help, send an e-mail to Data_Request@cpec.ca.gov.



mailto:Data_Request@cpec.ca.gov
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